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Emergency Response Plan Template 
The words and sentences in blue indicate what information you should update to reflect your organization’s needs.

POLICY
<org name> recognizes the need for emergency preparedness as a part of our safety program and management system as prescribed by WorkSafeBC (WSBC) through the Occupational Health and Safety Regulation Part 4 Sections 4.13 to 4.18 (and Part 3 Section 3.11). 

(Please note various resources and references are available on page 6 of this template.)

[bookmark: _Toc292709385]RESPONSIBILITIES
[bookmark: _Toc292709386]Employer >(ENTER THE TITLES, if needed)<
· Perform the risk assessment(s) as below, provide mitigation and response activities and procedures (with support from the JHSC, where able)
· Develop, implement, and train on the procedures for evacuation and exit routes, responsibilities related to critical operations prior to evacuation, methods of accounting for all employees after evacuation, duties related to rescue or medical aid, reporting and notification of emergencies to workers and other appropriate external groups, assignment of an emergency coordinator (communicated on the Emergency Contact List – page 4)
· Keep and retain annual drills and their associated record(s) for review with JHSC to work toward continual improvement

[bookmark: _Toc292709388][bookmark: _Toc292709387]Supervisors >(ENTER THE TITLES, if needed)<
· Support the employer and contribute to the success of the plan as requested, including reporting discovered emergencies
· Maintain knowledge and ability related to the regulations and this plan

[bookmark: _Toc292709389]Workers >(ENTER THE TITLES, if needed)< 
· Protect their health and safety and that of others, support Supervisor/Employer
· Report discovered emergencies and take action to prevent or minimize harm as provided in procedures or protocols, instructions, and training
· Maintain knowledge and fitness to perform tasks during an emergency as assigned or report changes in the ability to do so
· Participate in training and instruction on procedures and protocols

RISK ASSESSMENT, MEASUREMENTS AND CONTROLS
A risk assessment is required where a need to rescue or evacuate workers may arise. If the risk assessment shows the need for evacuation or rescue, written procedures are to be developed and implemented, and a person is to be assigned for the coordination of emergencies. Written procedures are not limited to but are required where:



· An injured worker cannot be accessed by stairway or elevator
· Work is being conducted in a designated confined space
· Work with hazardous substances, underground, or on or over water
· Where persons require physical assistance to be moved

Additionally, means of emergency escape are to be provided where a malfunction of equipment or process creates an immediate danger to workers and the regular exit may become dangerous or unusable. Procedures include:
· Emergency exit routes which are designated, marked, and unimpeded
· Drills, held annually, evaluate effectiveness and conformity with the procedure
· If deficiencies are found during drills, they are to be remedied 
· Drill records are reviewed by senior management & the Joint Health and Safety Committee (JHSC) or Worker Representative

Assessment, Procedures, and training
Hazard: The first step in Emergency Response Planning we performed is understanding what hazards exist. We rely on experience and credible sources of information (see references) to identify these hazards. See the hazard list in the table below for the ones we’ve included in our emergency planning. 

Risk Rating: Hazards are then evaluated for risk rating. We consider the impact (severity of consequences) and the probability (or likelihood of occurrence). Our JHSC or worker representative helps assign the risk rating of “high,” “medium,” or “low" by considering the following:
· Who might be harmed
· What the consequences of that harm may be (such as business interruption or life-changing injury or illness)
· The frequency of occurrence 
· How often exposure to the harm may occur

Use the following table to determine the risk rating:
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Four Phases of an Emergency
Mitigation, preparedness, response, and recovery efforts are then determined to provide actionable procedures (found here) for the protection of people and property. 

The following table provides examples of hazards identified and some planning – add, remove, or edit the blue text to suit your needs. Medical and Fire responses are considered later, along with recovery (Business Continuity) efforts. The first row is a description of each of the entries.




Table 1: Hazard identification and planning
	
	Mitigation Procedures/Plans
	Preparedness & Training
	Response

	Hazard:
Example
Risk Rating:
Example
	Roles are developed (described in procedures/checklists) that answer questions such as when 9-1-1 is notified and local alarms activated and by who, who performs headcounts, other communications – this may be one person or many. What suits your needs best? Write them down for drills/training. 
	Often drills are a challenge in our industry, yet they are the best opportunity to learn before an event. JHSC can help with training options. The Great ShakeOut is an annual international evacuation drill.
	How did we do compared to our procedures? Using drills, we can evaluate our responses before an actual emergency occurs. There are many benefits to evaluating drills for various emergencies.

	Hazard:
Severe Weather Risk Rating:
Low
	· Notify Emergency Coordinator
· Establish responses for various levels of event (i.e., wind, heat, freezing, snow, lightning, water, etc.)
· Establish weather report monitoring
· Identify who and when to stop/postpone show 
	· Training on various critical roles such as patron and worker information, assistance measures, back-up locations, restart show plans
· Facility inspection to ensure safety
	· Perform procedures of roles assigned, consider
· Alerting & notifying Workers & Patrons
· Accounting for Workers & Patrons after evacuation
· Notifying external parties, such as utility providers

	Hazard:
Power Outage 
Risk Rating:
Low
	· Back-up generators
· Universal Power Supplies
· Flashlight accessibility
· Backup lighting and communication systems
	· Shelter in place or
· Evacuate
· Critical systems (desktops, docs) protection
	· Local notification
· Inbound call management
· Sensitive electronics surge protection

	Hazard:
Fights/Riot Risk Rating:
Medium
	· Fight/Riot Response Procedure (Security)
· CCTV installed
· Reinforced glass
· Insurance & Contracts
· Secure furnishings
· Roles of venue, promoter, artist defined
	· Drill this scenario with staff
· Develop a public relations or media plan
· Providing medical aid in a safe way
	· Back-up meeting locations in-case affected by disorder Notify Police
· Shelter or Evacuate
· Protect critical systems

	Hazard:
Wildfire 
Risk Rating:
Low
	· Provide information to our workers related to wildfire/interface fire risks and prevention
	· Ensure your evacuation point(s) are free of “fire fuel”
	· Develop an alert system for workers and others
· Account for workers

	Hazard:
Flood 
Risk Rating:
Low
	· Check Floodplain Mapping tools
· Check electrics and sensitive equipment that is commonly on the ground
	· 6” of flowing water can knock a person off their feet
· Swiftwater rescue training
	· Notify Emergency Coordinator
· Evacuation
· Seek higher ground
· Have emergency kits available

	Hazard:
Earthquakes Risk Rating:
Low
	· Secure objects that may fall (from walls, in props storage, furniture)
· Drop, Cover, Hold
· Mutual aid agreements
	· Emergency Kits 
· Roles to assist persons in need
· Rapid Damage Assessment Training
	· Shut off utilities 
· Accounting for Workers 
· Facility inspections post-earthquake
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Emergency Coordinator 					                        Phone                                                                 

First Aid Attendant

Primary Phone                                                                 Secondary Phone

Alternate First Aid Attendant 

Primary Phone                                                                 Secondary Phone
Workplace




Company Name                                                                                    Phone                                                                 

Street Address                                                                                                                                 Unit #

City                                                                                                           Postal Code                                                            

Supervisor/Production Manager                                                                        

Primary Phone                                                                 Secondary Phone
Medical




Nearest Hospital                                                                                      Phone                                                                 

Street Address                                                                                          City

Nearest Walk-in Clinic                                                                             Phone                            

Street Address                                                                                          City
Other Contacts



Police Dept.                                                Fire Dept.                                                 EMS

WorkSafeBC 1-888-621-7233                                                                BC Hydro 1-888-769-3766 (*49376)      

Provincial BC Emergency Management 1-800-663-3456	        Fortis BC (Gas Leak) 1-800-663-9911

Poison Control Centre 1-800-567-8911                             Hazardous Substance Leaks/Spills 1-800-663-3456	 

Employee Assistance Program Trauma Counselling  
Medical EmerGEncies, Fire Response, Business Recovery
Medical and Fire response often occur at the same time as other emergencies. Our plans to respond to these emergencies follow:

Medical EmergenCIES
We have performed our first-aid assessment (see resources section), the results of which are found here. If able, we attend the designated first aid area (i.e. craft services, construction safety, front of house, lobby, greenroom), or if needed, we summon an attendant by insert your notification means here. 9-1-1, if needed, is contacted by fill in who and when that call is made.

If available, another person will fetch first-aid attendants or, as needed, first responders and lead them to the emergency site when it is safe to do so. We will contact and inform the Assigned Emergency Coordinator if warranted (i.e. impacts several people, requires a rescue operation, occurs during another emergency).

FIRE EmergenCIES
Activate appropriate alarms locally to notify others in the area about the fire this way (and other ways to reach various people such as visitors/hard of hearing). 

Remain calm. If evacuation may be required, notify the Assigned Emergency Coordinator so they may initiate shutdown, evacuation, warden roles and roll-call procedures as found here. Use identified routes and stairways (not elevators), close doors behind you (unlocked) as you exit, and make your way to the meeting point and check-in this way – only use a fire extinguisher if you have a safe way to escape, and have received training in its use. Cover your mouth with wet cloths to reduce smoke inhalation. Do not re-enter an evacuated area for any reason (including rescue) until authorized by the appropriate personnel.

Our site maps, attached, indicate the location of many life-saving pieces of equipment. Our alarms and notification devices undergo regular inspection, maintenance, and testing. Emergency exits are kept clear and marked, workers have been instructed in evacuation, and we have considered those who may need assistance in evacuation. We drill an evacuation annually. The Assigned Emergency Coordinator will provide necessary information to the first responders – such as likely locations of persons who have not checked in, amounts of hazardous substances, and Safety Data Sheets.

BusIness Recovery
Business continuity and recovery processes are vital for business survival. The scene of emergencies may need to be preserved for investigative purposes – the Assigned Emergency Coordinator will lead this for our group. Only speak to media (including publishing on social media) if you have been authorized. We back up our critical documentation (i.e. insurance, contracts, human resource documentation, legal documents) here or in the cloud. We have fostered mutual aid agreements with suppliers, service providers, contractors, and municipal emergency groups so that we can provide aid or restart work with minimized disruption. We recognize that traumatic events often affect mental health and provide this to assist our people and patrons. We have developed checklists or tear-sheets to guide various roles in recovery (i.e. utility re-connection).


Site Maps
Attach site maps that indicate exits and routes, fire pull stations, fire extinguisher locations, muster point/safe assembly area(s), first aid, emergency kits & AED locations as applicable here. Post relevant site maps where the work is being performed, near sign-in/out locations, festival entry and/or other conspicuous places. Cover information in this plan as part of orientation and toolbox, or pre-job talks.

Additional Resources and References

Actsafe’s Emergency Response Plan Template Video Walkthrough

Actsafe’s General Risk Assessment Checklist

Actsafe’s First Aid Assessment Tool

Actsafe’s Workplace Emergency Preparedness Plan Info Sheet

Actsafe’s Workplace Hazardous Materials Information System 2015 Course

BC Hydro Emergency Preparation

Emergency Management BC

Fire Chiefs’ Association of British Columbia

Floodwise.ca

Fortis BC Preparing for Emergencies

Government of Canada Emergency Preparedness

Government of BC Floodplain Mapping

National Fire Protection Association Wildfire Preparedness

Public Weather Alerts in BC by Region

WorkSafeBC Assessing Risks

WorkSafeBC Critical Incident Response Program

WorkSafeBC Emergency Preparedness (Feb 2022)

WorkSafeBC Guidelines to Part 4 Section 4.13 – 4.18

WorkSafeBC Occupational Health and Safety Regulation Part 3 Section 3.11

WorkSafeBC Occupational Health and Safety Regulation Part 4 Section 4.13 – 4.18

WorkSafeBC Wildlife and Insects
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Fill out all applicable information to the best of your situations, call 911.

ability. Post this in common areas for easy access.

First Aid Attendant

Primary Phone Secondary Phone

Alternate First Aid Aftendant

Primary Phone Secondary Phone
Workplace

Company Name Phone
Street Address Unit #

City Postal Code

Supervisor/Production Manager

Primary Phone Secondary Phone

Studio Safety Hotline
(if applicable)

Nearest Hospital Phone
Street Address City
Nearest Walk-in Clinic Phone
Street Address City
Other Contacts

Police Dpt. Fire Dpt. EMS
WorkSafeBC After Hours Emergency
Poison Control Centre Provincial Emergency

acisafe
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